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ABSTRACT 

This teaching guides to be used with the 
"Employability Plan Reference Manual," is for use in training the 
older worker specialist to write a sequential plan for using 
appropriate services to solve applicants' vocationally relevant 
problems. The following areas are covered* (1) summary of process for 
developing employability plans; (2) preparation for teaching — list of 
materials and equipment needed, description of plan^writing practice, 
sample worksheet for plan-writing practice; (3) teaching objectives; 
and (4) detailed teaching outlines. Copies of training forms and 
transparencies are included in an appendiK- (KM) 
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The goal of Mpl^abili+,y plan training is to equip the Spacialist 
with the skills necessary to write a sequential plan for using appro- 
priate servicaa to solve applicants' vOGationally relavant problem. 

The purpose of this guidebook is to help you achieve- this goal in the 
training session* It aontainB the follotflng informtlon: 

I* Smnrary of Process for Developing Baployability Plans 
11* Preparation for Teaching 

A* List of Materials and Equlpmint Needea 

B. Discrlptlon of Plan-Writing Practice 

C. Sample Worksheet for Plan- Writing Practice 
III, Teaehing Ohjectives 

IV* Detailed Teaehing Outlines 
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I. DEVELOPim EMPLOYABILlTy FUm 



imimm Tm monim 

After the appraisal Interv^lew^ the next etep In serving the applicant 
Is to devtlop Jointly vith him an employabllity plan responsive to 
w-hat was learned In the inten^iew^. Prom the initial interview 
you may learn that the applicant has a suitablo Job goal and no 
ei^loyroent related pr^lemii If bO| he is ready for Job referral. 

Hweveri. if you thlrJc he has any treatable problems relevant to hie 
einrployabilityj they must be solved before the applicant is ready for 
Job referral. Depending on the problemj you may be able to refer 
him to whe appropriate service ( inside or outside of Mplojront 
Service) during the first intervitwi but often you will need to 
Bchedule a second Intei^lew before ai^ service plan can be initiated. 
In either case, the applicant imist be asst^ed that eomethlng is being 
done for him* If a second interview Is required, a siiE^la task (such 
as gettii^ glasses or finding Social Security card) could be assigned 
in order to give the a^llcant the i]^resslon that something is balng 
acco^llshed. If there are no sl^le tasKs to be assigned, state 
that you need time to assess his situation and suggest that he do 
the same. 

During the tline between interviews (if a second one is scheduled), 
write down these problem for yoi^ own benefit in terM which imply 
their solution. Bom of these problems cgui be handled by you, some 
will be better handled by other resource people In your agency, and 
some by other agencies In your community, tofine the applicant's 
problem in terns of the kinds of services available and list some 
tentative suggestions for services to discuss with the applicant 
in the aecoM Interview* 

* pMBM© mourn Bi sTATm IN "mm * 

* wncH iiffLY Tmm solution. * 

Thm second time you taUc with the applicant, sumnmrlEe what happened 
in the first interview, fflien give him your Interpretation of what 
bis prcblems we, for exanplej "As I see it,- you're going to have 
somi difficulty gettl^ eE^lopaent because***" Kils gives him a 
ehanee to clear up miy misconceptlans you my have about him, Kiese 
must be corrected before you can attempt to develop an effective 
plM. 

It is essential to get the applicant's i^reement to the plan as the 
two of you develop It. Otherwise, the relationehip is likely to 
become a tug- of -war- -the a^li^wt will not participate In the se^lces 
necessary to resolve his probleM and you will not feel that you have 
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dona a iatisfactory Job, If the appliGant does not agree with 
the plaii^ try to com up with an alternative* If this is 
difficulty It may he neGeisary to schtdiae Mother interview* 
If the two of you cajmot agree on any alternative planj your onl^ 
solution Is to refer to counseling. 

################# 

* APPLICANT MUSO? AGREE ffiS * 

* EMPLOYABILITO PM. * 

B. IDENTIFyim PIL POSSIBLE SERVICE 

Baeldas the applicant himself^ there are three possible sources 
of iolutlon to his problems* The Older Worker Specialist ^ other 
li^loyment Service resources In the office^ and other agencies in 
the comiminlty* The Specialist should be familiar with' all possible 
services in these areas in order to pick the appropriate ones for 
different applicants* 

1. Older Worker Speeiallsts 

a* Uses Job Zteveloproent to develop JobSj where there 
prevlouyily were no speQlflc Job openings on fllej 
for applicants who are Interested^ capable^ and 
available for work* ~ ~ 

b. Makes Job Referral of the applicant who has an appro- 
priate job goal which would fit a job opening on file, 

c* Teaches applicants Jobseeklng Skills to enable them to 
searc h more successfully" for ^obs on their own. 

d* Identifies and works toward the solution of Job Retention 
problems* 

TOiough problems with Job goal planning can be referred to the 
counselor^ there is often opportunity for the Older Worker Specialist 
to work on minor problems in this area. 

He can flexibly classify the applicant's assets^ Including work 
eDcperience, training^ education^ aptitudes m& Interests, mils will 
en^le the Specialist mSL the ■;fepjpllcant to describe an appropriate 
Job goal which would qmlify him in several Job areas* Rigid classifi- 
cation could severe^ llirit placement opportimlties • 

For example, if typing monthly stateEente for a dMtor was the on3y 
Jcfe a woman had previously held^ she might be able to function well 
in several other Job areas. She may qualify as a clerk typist^ 
bookkeeper^ receptionist or nail clark for mi^ different kinds of 
employers . How waxiy areas she night actually be qualified for would 
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of cQurse depend on the Individual, The ln^ortant thlpg to note 
is that her i^ciflq Job title may not accurataly dascribe her 
skills which could be appropriate on other Jobi, 

If job goal changes are draetic^ or if the applicant does not 
know what he can do^ or if the Specialist and the applicant 
cannot agree on a 'job goal^ counDeling will be needed, 

############*######### 

* immmm m is capable op mim Tm * 

* JOB^ TKB OLDER TOKffiR SPECIALIST SHOUID * 

* Smm TIffl APPLICAOT Hl^BEIir, * 
##*################### 

other Mploymant Servlca Raeour^es the Older Workar Spaelallat Can Use 

Tasting can help the applicant to discover his interests and 
aptitudes • 

^* Co^tf^ellflg is recomended for applicants having troubla making 
a job choice^ changej or adjustment* 

c. Specialist for SerTlQes to the Handicapped deals with applicants 
who appear to having trouble gett.^ng work because of some 
physical disability and usually has social knowladge of probleTO 
of aging, 

d. Veterans Empl^nmnt Representative works with veterana to solve 
their unique problems and to nake sure they are given preferen- 
tial traatmant* 

e« Bnployer Relations Representative s]^aks to employers about the 
benefits of hlri^ older workers^ and also advises on pros|)ectlve 
contacts for job developmsnt. 

f . Job Analyst can often aid placement by suggesting changes that 
can be TOde in a Job which would allovr the applicant to qualify* 

g* Selection and Referral Officer refers people to governtent 
training programs , 

h* M.norlty Oroup Representative can be helpful In dealing with 
;^obletDS that applicants have because of their minority group 
status , 

1. UnemployTOnt iMi^anee should be refarrad to If an unemployed 
applicant has not taken advantage of his right to compensation. 

j. Local Off Joe ^^^er may speak to groups about tha advantages 
of hiring older workers ajid he also determLnes how much time 
the people in the office spend on which duties , 



Intervlevferi in the office have epecial kno^rledge about 
the Job mrket. 

Depending on your own local office^ there my be several 
other ipeclallsts of use to you^ euch aa union reprt- 
sentatlveSj prison reprasentatlves^ area representatives^ 
and cheia^cal addiction cQunselori . 

* BEPM wm soimm else can smm * 

* TM AFPLlCim MORE Era*IClBnLY OR * 
^ mm OTICTIVELY. # 

*#####^############## 
3* other Coffiimmlty Agencies i 

Each comiunity has a variety of agencies offerii^ different 
services. To identify and appropriately use th© ngenGles in 
your community; you should frequently consult and update the 
Community Reaources ^ndbook that you have developed* 

##################### 
^ KNOW EMCTLY MAT SERiniCE AN AGMTCy * 

* moYwm BMom mrasRius ^licaots. * 

Onca the SpecialiBt is faMliar vith all ot the possible 
services available in his realm of operation' (including those 
services he can provide himself), he should be able to choose' 
the appropriate service for each of his applicants. 

* TO H^FECTIVl OT^ERRAIS, TJEffi * • 

* SPECIALIST MJBT Bl FPmLim WLTH * 

* pMj possdle services* * 

IDUraiFYDIO ASPROPRlAmi SHRWCES 

Before an appropriate sei^lcu can be choien to resolve vocationally 
relevant problem^ the follwlng criteria must be raetf 

!• The applicant mmt agree vlth goal and natiire of service he is 
to receive. 

2i Other persons Important to applicant (famia^r^ other ^eney 
professionals I etc.) should be exacted to support (at least 
not interfere with) the applioant's receipt or aervlce. 

3. The applicant must be able to afford to spend the tiM to 
receive the service, 

k. ThQ applicant must be able to get to the sirvlce (traneportatlon)* 
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Ihe appropriate reeource willi 

1, Be willlns to accept the ippllcant (BS accepts all applicants). 

2, Be able to recover any costi or fees incurred (IS iervicta 
are free ) . 

3, Frmmo semce to the applicant in a reasonable amount of 
timt , 

^. Be aceeiilble to the applicant* 

5- Give some expeetatlon that its semca vlll redude the 
problem for vhlch the applicant has been referred, 

D. mim CONSULMIDN Pm BW^mAL 

rhere aje tvo wayi to use solution resources other than yourself: 
ConsultatlQn and referral . In consultation the SpecialiBt talks' 
to the axpert"the outsiie reaowce- -either to get an opinion on 
his tentai^ive plan or to find out If this resource would be an 
appropriate referral before actually referring applicant* The 
applicant speaking to the expert li the result of the referral. 

Most often, eonsultation^ poeilbly with several experts. Is 
necessary to mke the one mpst effective referral. Use of eonaulta- 
tion can prevent shuffling of the applicant, which is often an 
experience frustrating enough to cause him to drop out of the 
service plan altt^ether. 

There are several times when referral is appropriate: 

--V/hen someone else can senre the applicant more efficiently 
(quicker) or more effectively (better) than you^!~ ^~ ' 

--Iften the applicant's problem are not related to the policy 
or objectives of the Eraployront Servlcej 

e*g., provision of rental health services 
--5^en a^lop^nt Senrice procedure is to refer to someone elsej 

e*g*, counselor works with Job goal, SRO refers to miA 
-^*^When it is outside your technical coi^etencyj 

e.g., medical^ legal^ etc. 
li How to COMUlt 

Consultation is often preferable to referral because it 
minifies the possibility that the applicant will get lost 
in the shuffle or will drop out. It should be used to answer 
the question, "Should I refer?" 

h 



Oonfusign about referral can occur In at least two ways: 
You m.y not know what the appropriata service would b% or 
you Tnay be unsure what the best sequence of iervlces would 
be. To clarify these questions ^ consultation either with 
aoTOone mora familiar with available ser^-lces or with a 
prospective resourct should be used» 

Before consulting with anyone you should know what you want 
from hira. Strictly speaking^ consultation means getting an 
opinion on an Idea of yours from another professional person* 
' You should be asking what hm thlnke about a plan you already 
have in mind^ not explicit dlreetlons on what to do* 

Loosely speaking^ conBultatlon may alio Include discussion 
with a iupervisor or another agency where the applicant is a 
client to get advice^ bac^round information (case history)^ 
and direction on a case. 

2. How to Refer 

Telling the applicant where to go to get services is often not 
enough. Only the very "adequate" person will follow through 
with a o little structure. In making a referral^ you are trying 
to solve a critical ecqploymant problem of the individual. If 
he does not get to the resource parson^ or if the resoiurce 
person does not provide the needed sei^icei the applicant's 
problem will not be resolved and he will remain unemployed. To 
avoid such failure^ pick your referral sources carefully and 
make sure the applicant gets there at least once. Sam help- 
ful techniques to achieve this are: 

a. Give the appllciJit a card with the naiiB and the title of 
an individual to talk wlth^ not Just the name of an 
agency. 

bi Arrange a specific interview time for the applicant, 

Ci In order to reduce the applicant -i anxiety about what 
has been said^ have him present when you make arrange- 
ments for the referral, 

di Describe resource person to the applicant in terns' of his 
function as well as his Job title* 

e. Do not use InitlalB of agencies^ fovm^ or ^rc^r&mp e.g.^ 
V*E.R.^ C.E.P*^ M*D.T,A.; 511^ etc, 

* IT IS ESSroiAL TO HAVE MRmffiOT * 

* OF KB APPLICAOT ON Tm MLOY- * 

* ABILim PLAN B^RE PROCllDim * 

* WITH IT. * 
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CDhs sequence in which services are received is not always 
i^ortant, but there are tiiMS when it is crucial. It bocomes 
a factor vhen the applicant needs one service before he can 
Met the criteria to receive another. For exaB^la, if an 
. applicant not only la undecided about what kind of Job he 
vfants, but also has trouble explaining his assets (experlenee, 
skills, trainiiig) in an Interview, the sequence in which he 
gets necessary services la iiiportant. He must first see the 
counsslor to establish an appropriate Jcb goal and only then 
is he eligible for Jobseeklng Skllle training. 

It is also a good Idea to limit your aBsignnant of referrals 
for an applicant to three tasks at any one given contact. Do 
not overwhelm him with servlca referrals . If you are ever In 
doubt about the In^ortance 'of the sequence of services, consult 
vlth the 'expert" (resource person) who would know. 

3. Writing an Smployabillty Plan 

Since the Employablllty plan nay be modified as its ImpleMnta- 
tlon progresses, it is necesBary to record the definition, 
modifications, and changes of job goals to constantly knw if 
satisfactory prepress is being made or if it is capable of 
being improved. Writing down the plans on the sample form 
(page 8) will increase the efficiency of your service to the 
applicant, it is suggested that this form be used in the local 
off lee if there. Is not a comparable form already being used. 

Part of what you have to offer as a Specialist is an extensive 
knowladge of available services in your community within Its 
primary boundaries as well as In the larger secondary area 
surroLmding it. IQiowlng exactly what kinds of services the 
different resources provide is part of your job and using this 
kn^fledge to steer people quickly to the services they specifi- 
cally need Is a very helpful and useful thing for you to do. 
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Applicant ^ 
Specialist 
1* Assets 



EI^LOyABlLlTY PL^ 



a* TOia ProblemCa) 



3« Kie oorract eeq^usnee of necessMy services 



4. Mho will provide service? 



m 
o 

I 



5, Who la contact person? 

6^ When: 

does applicmnt start 

does applicant complete 
is pr^ress to be reviewed 
Is a report expected ____ 



Plan changes and evaluation of prepress 
mte 



CommntB 



1; 
o 
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II, PREP^TION FOR TEACimiG 

To prepare for teaching this eesilon you should i 

--he well acquainted with all the iiiformtlon in this guidebook, 

—have tstabllshed a elassroom settlr^ (see trainer's guide for 
^ details)* 

Included in this section guiding the preparation for teaching are: 

At List of materials and equlpMnt needed. 

B. Dtscription of plan-wrltl^ practice. 

C* ^!^le worksheet for plan-writing practice • 

In addition to stuping these preparation guidelineB| you should' 

--preview the two interviews on video tape. 
— btcoTO famliar with the teaching ohjeetlves and teaching 
outline , 

A* hfaterlals and Equipment Needed 

1, Classroom sfettl:^ (see trainer -e guide) 

a* K'alnaa mnuals 

3» Overhead projector 

4* Overhead transpfflfencies 

5. Screen 

6* Video tape recording equipment 

7. Video tapes of the two interviews 

8, Employability Plan worksheets 

B. Desorlptlqn of Plan-Wrltir^ Practice 

niere are two Interviews on tape* to use as the baeia for plan- 
writing in the training session t Before shwlng themi pass out 
the Employablllty Plan worksheets (see appendix) and explain to 
the trainees what to watch and listen for in the tapes^ i.e*, 
critical, yet treatable en^loyTOnt probleiBS* The worksheet 
providee guidelines for the essential Inforraitiun needed to forrau* 
lata a plaji* 

After the tape has been plajred allo^^ 15-20 Mnutes f or the trainees 
to write up their Indivldiml ideas of an appropriate sequential 
plan, keeping In Mnd the. services available In their own work 
settings # 

m^n the plans are completed, discuss and coi^are them and try to 
wrlve at a general agreemant about what would be an appropriate 



^miesa Intervlewi, one of a black and the other a widow, should be 
reviewed before teaching the^ session. 
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pliLn. miere will^ Of course ^ be specific differencei because of 
the vea'lety of servicea the Individuals wlli have to draw from 
in their offices and coOTimltlei. Hwever, there should be 
agreement on the general t^s of services needed. 

If^ the group has trouble coming to this kind of agreement^ shovr 
the second tnterview and repeat the proceas. If the first 
txerciie is completid withQut much difficulty, doing the practiee 
a second tim le optional. 

Clues to the general typee of sarvicas needed by each ease sxaniple 
^e provided in the teaching outline. 
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III, miACHim OaiE0TI\^ 
The Spiclallst wlU be able to: 

A. State the applicants' problems releyant to eT^loyabillty in 
tar^ which imply their iolutionj I.e., "He cannot get a Job 
■because he Gaimot explain his skills,"' 

B. Select servlcei from the Mployment Seryice and the cqmnimity 
reiOurGes that will solve the probleM relevant to the appllcanti- 
eT^loyablllty. 

C# Write a Bequentlal employabillty plan for a given case lisir^ the 
techniques In A. and B, 
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mpimmmT^ plan 

LECTUKE OUTMNl 



transparency #1 



ibout lervlotSj 
an^hasizt that 
BMpy of these ean be 
daliverad by OWS or 
someone else in the 
m of f ica 



I# Simaarlze briefly what -e been eovtred in 
training, 

A. How to Interview' 

B« Em. to liolate vocationally raltvMt 
aad treatable problemai and to state 
these in terM which Ittpl^ their iolu- 
tlon 

C. Wiere to look for aolutiona 

II, N^ct step in servlee Is B^loyAbllity PIm* 

A* InfoiTOtlon gained In Interview deterndnes 
direction of plw» 

1# Job refewal for Eppllcanti with eult- 
able Job goal and no enrployTnant 
related probleins 

2, If there Me problems, they must be 
solved before Job referral. 

B. Wien to solve probleme : 

1. SOffiatimas applicant cm be referred 
to a^roprlate service during the 
first interview # 

2, Often a second interview is required. 

a« If so> give ajopllQMt feeling soma* 
thing is being done , 

(1) Aaelgn sli^le tasks to cowplete 
before second Interview (get 
glajses^ find social security 

(2) state that you need time to 
usess his situation and e^aat 
he do the Bom, 

b. Between interviews take time t©i 

(1) intei^ret information from 
Intervlw. 
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(2) come up vlth tentative sug** 
gestions forj^ervicas to 
discuss In second interviw, 

C» ^reeMnt of appllc^t 

1. lagportmt to tall him how you under- 
stand what he's been telll^ youj so 
he c^ elaar up ijiy of your 
Ddsconceptiona , 



2* It Is essential to get his agreement 
on the plra SB It Is developed so 
that he win cooperate and see It 
ttoeugh. 

3* If applleaiit doaBn't agree on any 
alteraatlve plan^ your or^y solution 
Is to refer to counseling, 

D. You win learn In the session to devise 
plara by* 

1. Reviewing an possible services to 
iolve problems . 

S# Listing arlteria for identifying appro- 
priate service . 

3« Discussing how to use consultation and 
referral* 

km Writing a sequential plan of service 
for the appllcajit presented on video 
tape t 

transparanoy # III. Wtot are the three aourcis for solutions besldei 
reveal flrat Item, the applleiuit himself? 

discuss exaniplas 

and then reveal l^at are exaa^es of their seivlees? 

the next J etc. 

Ai Older Worker Specialist 

Ip Job dayelopment"to develop JobSj where 
there previously were no opanli^s on 
' fllBi for applicants who are lnterestad| 
capable and available for work 

2i job referral"for applicant who has an 
appropriate job goal fitting a Job 
opening on file 



- 1^ - 



puU. theie faets 
out of trainees to 
relrtforee foOTsr 
leamlEig— ask 
them for axanples 
of services from 
each of the 3 
golution souroei 
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3. Teaches jobseeklng skills to help 
RppliGant seajeh more Indepenaently 
m& aueceBsfuiay for Jobs 

k. Identifies lad works toward solution 
of Job retention problems 

5, Can deal with Maor job goal problems 

a. Placlbly classify applicant by 
actu^ ikiUs^ not Juet by exact 
Job title . , 

b, Rlfild classification could Uwlt 
placement possibilities • 

0. tejor job problems mmt be handled 
by oounialor. 

d. This may legltiniately q,ualify hto 
in several Job areas Instead of 
severely lloitlng his plaeeBent 
opportunities . 

B. Other teploynent Service Etsources can be 
used as referral sowcei for the aCTlicant 
and/or oonBiJltatlon iource for 01^. 

1. Testing can help applicant discover 
aptitudes laid interestB . 

2. Counseling is reoomended for appli- 
cants having trouble naklng chaaiges, 
choices or adjustinents . 

3. Specialist for Servlcei to the 
Handlaapped deils with people who have 
trovtole getting work baoeusa of some 
phyileal dlsabllltyj and he also has 
special knowledge of the problems of 
aging. 

k Veterans Bi^loyment Rtpresentatlve works 
with veterani to help solve their 
unlq.ue problams and to mke sure they 
are slven preferential treatment. 

5, E^loyer Relations Representative 
Bpaaks to employers about benefits of 
hiring older workers, and may also 
advise on prospeotlvi oontacts for Job 
development . 
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Continue to prod 
for exMples from 
traineaE rather than 
listing them 
yourself 



6m Joh Analyst can often aid placaMnt 
hy suggesting changes that am be 
made In a Job which would allow appli- 
cant to timlify, 

7# Selection and Referral Officer refers 
paople to governMnt training progrMa. 

8i Mnority Group HepreBentative can be 
helpful In dealing with problems that 
appllcajits have because of their 
minority group statm. 

9» Unemployment Insurance should be 
ref erred to if uneE^oyed applicant 
has not taken adva^t^e of his right 
to co^ansation, 

10* Local Office Jtoager may speak to 

groups about the advantages of hiring 
older workers and he also determinea 
how mch time people in office spend 
on vhlch duties. 



lit ' Inttrvlewera in the office have special 
knowledge ibout the Job market. 

la. Several other specialists^ depending 
on indlvldMl loc^ of flees. 



Wiea you thlnlc 
enough of these 
have been given^ 
steer the discussion 
■In a new direction 
with this statement 



IV. 



C. Other Conmmlty Agencies 

These were discussed when we worked on the 
CoMinlty RegourQes Hwdbook. are a 

few samples? 

It's not at aU, difficult to list pages of 
possible services, but It takes skin to pick 
apprdpriate services to help ai^licants solve 
their probleM. 

A* Before an appropriate service to solve 
vocationally relevant problems can be 
chosen^ the follcwing must be trues 

1# ^e applicant must agree with qqbX 
and natwf of strvlce he la to 
receive . 



2, 
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Parsons iDgport^t to applicant (family, 
other ^ency profeisionalS| etc) shoidd 
be escpected to support| or at least not 
interfere with| the arolie^t's receipt 
of sarvlca. 
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reveri statOTenbs 
one by one as you 
list thm aloud 



transparency 



tranapartney #5 VI* 
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B* ThQ appropriate reio^ee wllli 

1, Be willing to acctpt applicant* 

a* Be able to recover My coste or 
fees incurred, 

3« Provide service to the applicant 
In a reasonable amoimt of tine. 

km Be accessible to the aOTll^wt, 

5* Give soM reasonable es^etatlon 
ttet his serYlGi will reduce the 
problem for which the appllc^t has 
been referred. 

Vm ^era we two ways to use solution resoi^ces 
besides yourself! 

A. ConE\d.tation*-Speclalist (you) t^e to 
the ^qperb (outside resource)! 

It To see If e^ert would be appropriate 
referral * 

2# To get advlee on how to serve the 
applicant. 

B* Referral-'-'applleignt speaking to ©Kpert* 

Use of CoMultatlons 

A. Good use of consultation Is neeessai:^ to 
avoid shuffling applicant through eevaral 
referrals before he gets to a helpful one* 

B* ^ avoiding the frustration of mxiy 

referr^Si you can prevent service drop- 
outs. 

VII. Wien should you refer? 

A* When eomione else ciui serve the appllcMit 
mre efficiently f quicker) than you^ or 
(bettei ' 



mDre effectively 



ir) than you. 



B. 



Iftien applicant's problem is not related 
to the policy or objectives of the 
a^ldyment Sirvlee, 

—•provision of mentri health ser\rlces 
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0» Tftien Bapl^ront Service proc^ure Is 
to refer: 

!• Counselor works with Jot goal. 

2t SRO refers to mSA, 

D. Witn It Is outside your technical 
coB^tency; 

--madieal^ lagal^ etc, 
VXTL. How to Consult 

J A. Often prefer^le to refeiral beoaufia It 

mlnJjQlgas toopouts. 

B. Uia to answer ^ueatloni "Should 1 refer?" 

Use to clarify queptlona about refeiral. 

1* ynmt 18 a]^roprlata servicel 

£• tftiat is hast sequence of services? ' 

D. Before coMultlngi you should know what 
you wajit from the «part, 

1# pinion on your Iflaai 

a. ^rt apaelflc directions 

!• Wscusslon with supervisor for s^clf Ic 
advice Is different from consultation* 

IX. How to refer 

Purposa of refewil la to solve a critical 
e^opaant problem of the applleantf If he 
does not get to rasourca parson or if raiource 
does not provide nacessary servleai this 
pt^se will hot be f tdJiUad. To avoid this 
kind of f aili^j pick services earef idly^ and 
Mki saw the applicant gets to them at least 
once* How? 

/ 

transp^ncy ^ a. OIto applicant tha najna of IndivldMl 

to ta3Jk wlth| not Just the mm of an 
agancy. 



EKLC 



B. AncMge a speclfie Intarvlev time for the 



- i8 « 



transpar^ey #f 



traiiaparenay 5^ 



C, To reduce his aralety about vhat lias 
been said, have arollcant present 
vhm you make refe^al MrangeTOnta. 

D, Describe resourca person to a^llcMt 
In terms of his function as veil as his 
Jot title. 

1* Titles CM souM threatening or 
frightening, 

a. DonH refar to the "Ohlef of 
PsyeholQglGal Evaluation" but 
deseriba the tester aa someone who 
can help him discover what kind of 
thl23gs he can do best. 

E.. Do -teot use Initials or nu^ers of agencies' 
progr»i or foOTS like V.E.R*. 
M.D,T,A.| 511j eta* 

1. TOiey will confuse applicant, 

2, Not evej^ne knofra IS Jargon, 
Sequence of iervlces Is sometimes crucial, 

A. If applicant needa one service before ha 
can Met the criteria for receiving 
Mother service. 

B. For ^ca^le^ if m aOTlicant doesn^t know 
what kind of Job ha wMts and also has 
troii^le plaining his assets in an intei?^ 
vieifj im needB two services 1 Counseling 
for Job goal aM Jobseeking skins 
training, 

C. Itovlng an appropriate Job goal la one 
criterion which must be met before 
Jobseeking skills training cm be given, 
so in this case coimsellng mast precede 
Jobseeking sklUs * ^ 
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xc. 

f in in tBsenblai 
InC omatlon tov plan 
in format givea in 
mafltttl BB the Itms 
are glTen ty 
traineag. Prod for 
Information, but If 
they havt troubl^i 
you fill in the gaps. 



AH this Informations-knowledge of a3J. 
posslbla services ^ what makes a service 
appropriate^ haw to conai^t Md hoif to refar— 
Is neGessaiy for forarulatlng the ^loyability 
Plan. Since the plan may chMse depandlng on 
the aOTlicant's progress , it mat be wltten 
down BO you oan keep track of where he stands. 
What we the essentials In a plan? 

A. AHpll^M*'^ ^^^^ 

B. Specialist's name 

C. ^te 

D. iWblems stated In tmrm of their solution 
i*e», problen^ ^ha cannot find work becauae 
he cannot ^laln his skiUsj solutlon" - 
om teaches Jobseeking SklUs 

E. Services neeess£u:y 
Fi Sequence of Bervices 

0* Ijhere service is provided 

H. WiQ the contact person is 

I, ^ens 

1, Does the applicant starti 
2# Does appllCOTt ooi^leta? 
3, Is progress to be reviewedj 
Is report ejected? 
j. Plan changes and ev^uation of progress 
!• Date 
g« Comoints 

If your office doesnH allow space on any 
of the foms you use with aroli^a^ts, you 
shoidd keep these records on your gm* 



HI. kay questions! 



pass out manias 



acre. Faiodlis^lge trainees vlth their reference 
Willis. 




At MBlmtQ the Interview using the ^pralsal 
Interrlew Data Sheet, 



Not ¥a*re going to look at a tape of an 
Intervlev: 



Bi Iftien^ the tape la overj ubb the a^l^billty 
Plan fom to state hli problem(g) In terms 
vhleh mfiy the solution formulate an 
amicability Plan to raMdy these problem ♦ 

Cm Keep In mind the aeturiL serv^leag avall^le 
in your am office m& cosimunlty when you 
do this. 

D. mm you've taken abQut 15-20 mnutes to 
do thla^ we'll dlsouss your plw^ and t^ 
to COM to m agreraant dsout a general, 
effective seguentl^ ]^loyablllty Plan, 



Play tape 
(deserlptlOM of 
tapes are In 
the appendix) 



DisouBslon 

(see foUovfing pige 

for giiiaellneg) 



If tridnaes have trouble 
cOTlng to agraaaent, 
show the second tape and 
repeat procees 



msimmmm plan 

A^liQmt ^iU.im Jones 

Spaclallit ^ 

1. Aasats S3 yrs* a^qparlencaj good healthj tolver's & chauffeur's 
. lioensasj gets aaopg weU irtth eo-TOrkers Md gupemiorsj good 

appearancej good math sm readlag ifcllityj eage^ to yorkj frlandly 

2, Ito problem(s) houglngj dJclnklngC?); flnaxiclal(?)j legal(?)j 
abBanteelim(?)j roropl^ed 6 months j eyesJ^htj famljy(?) 



3. The correot aequenee of Mesiewy sarvleei (1) RefCT to coimrunlty 
agenoy for aaalstanoe ylth howligj (a)^'b3flng la data from eye mmi 
(3) chaok references from paat mr^Xoyenj (k) set appointment for 
second Interylei^ 

4, Who will provide service (Aroroprlate canBroilty agency—hQ^ing) 







Applicant will provide mm dataj OWS ^rtLll pwvlde aarvlQes #3 and 






Who is Qontact person 


0 


6. 


Wian: 


For Eef erra 




Does applicant start? 

Does ai^llcaJit eoB^lete? -^-^ . 
Is pr^resE to be reviewed? 

Is a report es^cted? — ^ 
Plan changee and evaluation of progress 



Coments 



Aj^lleaat Ruth Qyairt . Data 

Spaeiallet _ • 

1. Assets Intemgentj verbal^ good, heal-fch, enthuslaaa for york. 



esajchoa f raguently for vork, carad for alak husb^, maaged houaehold. 
mma pi^ llo trajasportatlon, good appearmoe, frlandly, sardenlne and 
Bevflag are hobbleB, 



a. mia problem(s) Age, lack of Mcperlence, vagua .1ob goal^ finances. 
physical llnltatlona , not sure of apeclflc capabllltleB, trmsporbatlon^ 
doesn't know" Trtiat Jobs are ayallable, lndt?llity to ^laln aasets and 
Brobiems^ 



3. The eoMreet sequence of necessaiy aervlces (l) lare examj (2) Job 
Goal Plannlnei (3) Po selbly teatlnej W Jobeeeklng Skillaj (5) Consider 
job davelopment 



^, Who will provide service Local Office (except mym mzm.) 



5- ^too Is contact person? 
6, Wien: 



Does appllcwit start? ■ 
Does applicant coiqplote? 
Is a report ejqjeoted? 



Is progress to be reviwed? 



7» Plwi chafes aad ev^uatlon of pr^ress 



(B^oyablllty Plan Form and 

to be Duplleatad for Handout 
to tealnaas) 



Applicant 
Specialist 
1. Aaaets 



m^WYABXmTI PLAIT 
Date 



2t The ft'Qblem(s) 



3* Eie correct sequence of necessary services 





4. 


Who win provide servloe? 




5. 


>;ho is QOatact person? 


a 
O 

in 

rH 


6, 


Wheni 


U 




doaa< applicant start 






does applicant oomplete 






la prograsa to be revleved 






Is a report expected 




"7. 


Plan chMses avaliiatlon of progresa 



Date Goiments 



APPRAISAL lOTERVIEW DATA SHOT 



I. 



Job Goal 



A. What Is job goal? 



Alternative 



II. 



1, 
2. 
3. 



Bcperlenoe 
Related a£perience_ 
Training 
Edueatlo n 

Skills ~ " ~ " 
LioenBei 
Interest 



IV. Related 



B. Ph^leal Capacities 



1. 
2. 

3. 

6. 

7. 
8. 



Sit 

Stand_ 
Llft_ 
Bend 



Respiratory 
Verbal _^ 

Sight ""~ " " 
Hearing 



Learning Capacity 

(if not fully qualified) 

1. Reading leva l 

a. mth ^ilit y " _ 

3* ifemory 



Availability of Jobs 
Labor tkrket 



1. 

2 1 Openings^ 
Job seeking 



A* 
B. 
C* 
Dt 
E. 
P. 
0. 
H. 
I* 
J. 



Work History 



Health 

1. Prognosis^ 

2, Medical Release 

3 « Medication^ 

k , Limitatio n 

Trans portat 1 o n 
Family/Medica l 
FinanGial 

1. GarnishTnents__^ 

2. Budgetin g 
3 * Destitute 

Legal 

1, i-/orkmen*s 

Comj^ens at i on 

2 p Re c or d 

3^ 



F. 
G. 



Pending__ 

Housing 

Leisure Time 
( ale ohol ) 
(hobbies^ etc, 



Vi StataTnent of Problem 



How long iince last job?_ 

Reason left last Job^ 

Btequency of eearc h 

Knovf ledge of sources^^ 

Bcplaln skills 



l^^lem queitlons^ 
Appearance / Gr oomi ng 
Ehthuslaem 



Money for search^ 
Job readiness 



Comnente : 



111* Job Retention 

A* itoeenteelsm^ 

B. Tardiness 

C. Co-Workers 
Su^rvisora_ 

E. Quality^^ 

F. quantity 



0MB BLAIK TRJm'PfiJWai 

TO mm IN mm 
PLAN AS Tmx pm Bmmm 

UP IN DISCtBOTON 




J Applicant 

2 Older Worker Specialist 

3 E. S. Resources 

4 Commur)ity Agencies 



Appropriate Service Will: 

1 ACCEPT Applicant 

2 Recover any fees incurred 

3 Provide services in REASONABLE 
amounf of time 

4 Be accessible to applicant 

5 Reduce problem for vvhich 
applicant is referred 



m^im/miKT^ PLAKlCCNG-"Tape #1 

Ruth Grant, a 67 ya^^old wldow^ Is looking for a p^^^-tima job to 
supplemnt her soelal seaurltjr Ineome, She draped out of high aohool 
in her last year to mrry, mj3& has since been a housOTif a until bar 
husbiind rmmntly died* Durlns hli tetend^d lllnesB^ Ifra, Grant took 
care of h©r hiiaband by bathl^ and feeding him as veU aa giving him 
the madieatlons prescribed by the doctor. 

She lives In her own home, but her mobility is Ignited beeaiise she 
depends on the bus ^rhloh Is eljc bloeto away* She* Is In good heslth 
except for eoma eye troTAle. 

Never having worked, Ifrs. OrMt has no a^cperienoe to draw on aa selling 
points in a job Intervtmf, She doeinVt know how to describe her aaaets 
in an interview. Her vague job goal Is to be either a nurse aide or a 
aompanlon« 



William Jones ^ a 53 year-old black mn with a alath grsle edueatlon, 
has bean mje^loyed tor ilx TOnthfi* Fomerly he worked for Gourwt 
Restaurant P^cducti for ilevia yews m a route salaaMn* When the 
eon^any was sold outj the new management broi^ht in a lot of their 
Own y€©ple and laid off nmny of the workers who had been there • Before 
that Jeb, Jfr. Jones worked 12 yeari as a mat route salaswi ind has 
had one year ixperienee in afiasfcly. 

jfr, Jones was divoreed by hli wife a oouplt year's ago Mid has had 
trouble adjusting to this* Ttm difficulty has shown up in a drinking 
problem-*he mliBed a eouple days from his last Jcb beeauit of It, He 
alalTO he 1$ not an alcoholla^ but admiti to toiaklng every nlghtt 

Since losing hie Job he has ffliised allBwny ptyioints only the last two 
months* 

Mr# Jones ie living in a hotel which ha doasn*t llkei Kie noise disturbs 
his rest at nlghti so he would like to get better housing m soon as it 
is economleally feasible. 




CaiECK YOUHSEIJ'- EJffLOY/fflmTY PLAN 



Translate thtse aj^llcant statefflenti into dascriptions of the problems 
as you would for an itaploya'blllty Plan. Name the mst approprlatt 
source of solution. 

1. "I'm too old." 

(a) 



2. "I've beta having tro^le with w hack and I'm not Bur% I can do 
lifting." 

(a) 



(to). 



3t "I don*t unaerstana it—you said 1 skills wd quallfioations 
to r tjnpi ot mrk and nw you iay thirt aren't any 

openings. Wiat^i the dial?" 

(a) 



(to). 



4. "I don't cara what kind of jobs you have. I'll takt anything." 
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"1 got flrsd from my last job because I w^as drinklr^ pretty heavy 
and I got Into a few fights »" 

(a) 



6* "I really vmt to get back to work. Winter is coraing and the kids 
need coats and thii^s, W^atching them walk around In outgrown 
clothihg li rsaUy getting me down/' 

(a) _ ^ 



7* "I've always worked with that sort of machint and now that they 
Man't i^id any more ^ 1 Just don't knew what 1 can do." 



8* "I'm new In town wid I'm juit not i we of how to get aroi^di" 
(a) 



in 



9. "I'm 61t now, I've alvaya been a houflewlfe. I have niver had a J^. 
Slnce^ husband died the Social Seciurlty^h^ I 
netd to wQfk,". 



ERIC 



(a). 
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10. "I^t'i face It, society is prejudiced tward us and only the 
whltts git the good J obi." 

(a) ' __ 



11. bean having some trouble with w tyei*" 
(a) 



12 i Defina the difference between consultation and raferral * 



List in order of priority of usage the threi min soiufeei of iolution 
in addition to the applieant. 

13 . _ 

l*^' ■ -■ ■ - - - - " ' - 



Before tf^lng a referral^ what five things should you check about 
the resource? 



List (in the order in which they ehould be worked on) three of the 
problems (a) of this aCTlicant along with (b) the soiutlon and tht 
iouxce of the solution, 

A 56 ygaT'^old ml© applicant was fired from his last Job for^ 
sxQeiilve tardineii. Hi says he can't gtt up in the morning* 
He does good work as a BiachlnlBt ajid would like to gat another 
job like this I but there are no speQiflc openings on file. 

21. (a) , 

) , 

22. (a) 

(b) 

23. (a) 

- (b) 
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( miPIOYABILIK PLAN 

1-11. (page 1) In an Mplo^lHty Plan^ prolDlem shoi^Ld te stated 
In term vhich ingply their solution. Biah aorrect 
ptatement is givan tafO points (22 points)* Eaeh 
corrsct iouree ii given one point (U pointi). 

1, (a) Appliewit does not knw what his asaits are. 

(b) Older Worker SpeQlallit (jobseeklng atlUi). 

2* (a) Applloant does not fully understand affeet his back problem 
will have on his eteillty to work. 

(b) Doctor— to find out the extent of the problem, 

0^^ (JSS) "-to teach applicant hw to explain prcbleTO^ or 
ffi3S"lf OWS deems back problem to be the over*rlding one* 

3, (a) ^plloant's Job goal does not match any specific Job openings 
on file. } 

(b) OWS (job development )«-lf OWS thlnka there may be openings 
like this whioh are not on fllei or 

/ . CounBelor (job gMl)«-lf OWS thinks Job goa3< may have to be 

changed. r 

if. (a) Applicant does not have a Job goal. 

(b) Counselor (Job goal)* 

5. (a) Applicant has diffiaulty obtaining bxA retaining Joba became 

he has a cheMcal addiction, 

(b) Appropriate comunlty^ency (such bm Metoh&lles Anonpious). 

6. (a) Appliewt is not aware of low budgeted/or free clothing 

outlet stores. 

.. , (b) Appropriate commlty agency ( such M Ooodwill| Jtee Store, 

etc . ) . 

^ 7» (a) Applicant TOSt mke a Job goal change, 

(b) CounBelor (J d3 goal). 

8, (a) Applicant needs maps of city and bus seafvlce. 

(b) OWS; or appropriate comimity res our^ (lourlst Inf ormtloni 
O V Giacber of Coimnaree, -etc.). . . 



- a ^ 



9* (a) AppUcMt dots not Imw what her asseti wre* 

(b) OWS--Jcb goal plaMlHgj asset search. 
Test teclmiclan* 

10, (a) Applicant feeli he can't get a job beeause he is beii^ 
dlserl^natid against. 

(b) Mnorlty Group Representative. 

U. (a) Applicant is not fidly a^are of the extent of his eye problem* 

(b) Doctor* 

12. (pp. 5-6) In consiJ.tation the ^clallst talks to the expert. 

The ai^licant's speaking with the es^rt Is the result 
of a referral {'b/ro points). 

13^15* (pagei g-^) One point is given for each correct source listed 

and one point is given if they are listed in the 
correct r^k order (four points). 

13 . Older Vwker SpeQlallgt 

1^4^. Other Mployment ^CTTlce Baeources 

15. Other commmity resources 

16-aQ. (page 5) One point for each correct checking point listed 

(five points). 

Appropriate resource ihouldi 

(a) be willing to accept the applicant* 

(b) be able to recwer eiiy costs or fees ineia*red. 
(e) provide service to the applicant in a reaaon- 

able aifloimt of time. 

(d) be aoeasiible to the applleantv 

(e) give sow reasoniOsle expectation that their 
service wlU. reduce the problem for which 
the appllcMit has been referred* 

2^23 • Score one point if the three prcb lam are listed. 

Score one point if all three sourcts of solution 
are listed. Score one point if the problems are 
listed in the order on which they should be worked 
(3 points) . 

21. a. Can *t get up on time i 1 

b* Applicant should gat & alarm q1^^ 

' . ' S2. a. rired from last Job. 

b. OWS teaches jobseakli^ Skills to explain 
being fired. . : 



23- a. No appropriate o^mngs on file., 
b. 0^ my do Job development. 



SCORING 



If you scored E0-25| excillentl You we well actualnted with toployability 
Plan and can go on to review Mdltional HesponalbllitleB , 

If you scored 15-20j you should review those areas In which you missed 
the most pointi before going on. 

If you scored less thaA 15i you should review the entire module before 
attempting to .teach it. 
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